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Fields of Opportunities

VENDOR:

DESTINATIONS UNLIMITED
5020 Council St NE

Cedar Rapids, IA 52402
USA

STATE OF IOWA
MASTER AGREEMENT

BUYER :

MA# 005 CTTSB0031 1

EFFECTIVE BEGIN DATE: 06-01-2006
EXPIRATION DATE: 05-31-2007
PAGE: 1 of 4

JEANETTE CHUPP
Jeanette.Chupp@iowa.gov
515-281-6288

FOB  FOB Dest, Freight Prepaid

PAYMENT TERMS (%): DAYS:
VENDOR CONTACT:

Erin Barkley

PHONE: 319-393-1359 EXT:

EMAIL: erin@duagency.com
VENDOR #: 42122483500

DESCRIPTION OF ITEMS CONTRACTED

Travel Agency Services

Travel Agency Services to be provided strictly on an as-needed basis to State Agencies, Facilities and Departments. This contract is issued
under the authority of lowa Code Section 18.6(8) and Administrative Rule 401-7.3(4). Purchases of goods and services from a Certified
Targeted Small Business (TSB) in an amount up to $5,000 per purchase are authorized.

Customer Servcies and Reservations:

- Phone 800-595-8904 or 319-366-8904
- FAX: 319-393-7616

-E-Mail: Corporate@duagency.com

- Web-Site: www.resx.com

- Emergency Number 24 X 7: 888-211-0456 Domestic & International
- Credit Cards Accepted: American Express, ATP, Diners Club, Discover, MasterCard, Visa

- Ticket Refunding and Voiding: No-Charge

- Training instructions on Resx booking are available at no-charge

Client Services Manager: Erin Barkley
Phone: 800-595-8904
- E-Mai: erin@duagency.com

See the attached sheet for additional information.

RENEWAL PERIODS

FROM 06-01-2007 TO 05-31-2008

FROM 06-01-2008 TO 05-31-2009

FROM 06-01-2009 TO 05-31-2010

FROM 06-01-2010 TO 05-31-2011
THRESHOLDS

MINIMUM ORDER AMOUNT:
MAXIMUM ORDER AMOUNT:
NOT TO EXCEED AMOUNT:

AUTHORIZED DEPARTMENT
ALL

TOTAL

$0.00

VENDOR:

APPROVED BY:

THIS MA IS SUBJECT TO THE TERMS AND
CONDITIONS ATTACHED HERETO.
PLEASE SEE ATTACHMENTS FOR
FURTHER DESCRIPTIONS.
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Fields of Opportunities
LINE UANTITY / UNIT COST / PRICE OF
NO. | SERVICE DATES UNIT COMMODITY / DESCRIPTION SERVICE
1 0. 00000 96178 $0. 000000
$0. 000000
Travel Agency Services
:FRADl TIONAL Travel Agency Service Fees........
- $25.00 / donestic air transaction
- $45.00 / international air transaction
- $15.50 / After Hours Phone Support
- $15.00 / overnight paper ticket delivery
- No-Charge for Hotel/Car Rental Reservation, Training, Ghost
Account Report, Standard Delivery of Tickets, Standard
Reporting.
2 0. 00000 96178 $0. 000000
$0. 000000
Travel Agency Services
d\l—LI NE BOOKI NG TOOL Travel Agency Service Fees at
WAL T €SX. COM . ... ...
- $15.00 / Donestic Air Transaction
- $15.00 / International Air Transaction
- $5.00 / Hotel or Car Rental Transaction
- $10.00 / Follow Up Call to Support Online Reservation (after
the first 3-nonths)
- $100.00 / Custom Reporting
- No-Charge / Profile Muintenance
3 0. 00000 96178 $0. 000000
$0. 000000

Travel Agency Services

i?efer to the attached docunent for additional services.
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TERMS AND CONDITIONS

Incorporation
The Request for Proposal and/or bid documents for this project and the vendor's proposal in response to the RFP or Bid together with any clarifications,
attachments, appendices, or amendments of the State or the Vendor are incorporated into this Contract by reference as if fully set forth in this Contract.

Remedies upon Default

In any case where the vendor has failed to deliver or has delivered non-conforming goods and/or services, the State shall provide a cure notice. The notice to
cure shall state the maximum length of time the vendor has to cure. If after the time period stated in the notice to cure has passed, the vendor continues to be in
default, the State may procure goods and/or services in substitution from another source and charge the difference between the contracted price and the market
price to the defaulting vendor. The State's Attorney General shall be requested to make collection from the defaulting vendor.

Force Majeure

Force majeure includes acts of God, war, civil disturbance and any other causes which are beyond the control and anticipation of the party affected and which, by
the exercise of reasonable diligence, the party was unable to anticipate or prevent. These provisions of force majeure also apply to subcontractors or suppliers of
the Vendor. Force majeure does not include financial difficulties of the Vendor or any associated company of the Vendor, or claims or court orders that restrict the
Vendor's ability to deliver the goods or services contemplated by this Agreement. Neither the Vendor nor the State shall be liable to the other for any delay or
failure of performance of this Agreement caused by a force majeure, and not as a result of the fault or negligence of a party.

Subcontractors

The successful vendor shall be responsible for all acts and performance of any subcontractor or secondary supplier that the successful vendor may engage for the
completion of any contract with the State. A delay that results from a subcontractor's conduct, negligence or failure to perform shall not exempt the vendor from
default remedies. The successful vendor shall be responsible for payment to all subcontractors and all other third parties.

Termination-Non-Appropriation

Notwithstanding any other provision of this contract, if funds anticipated for the continued fulfilment of this contract are at any time not forthcoming or insufficient,
either through the failure of the State to appropriate funds, discontinuance or material alteration of the program for which funds were provided, then the State shall
have the right to terminate this contract without penalty by giving not less than thirty (30) days written notice documenting the lack of funding, discontinuance or
program alteration.

Immunity of State/Fed Agencies
The vendor shall defend and hold harmless the State and Federal funding source for the State of lowa from liability arising from the vendor's performance of this
contract and the vendor's activities with subcontracted and all other third parties.

Assignment
Vendors may not assign contracts or purchase orders to any party (including financial institutions) without written permission of the General Services Enterprise -
Purchasing.

Anti-Trust Assignment

For good cause and as consideration for executing this purchase order, the vendor, through its duly authorized agent, conveys, sells, assigns, and transfers to the
State of lowa all rights, title and interest in and to all causes of action it may now or hereafter acquire under the anti-trust laws of the United States and the State of
lowa, relating to the particular goods or services purchased or acquired by the State of lowa pursuant to the using State of lowa agency.

Delivery and Acceptance

When an award has been made to a vendor and the purchase order issued, deliveries are to be made in the following manner.

A. Deliveries - All deliveries are to be made only to the point specified on the purchase order. If delivery is made to any other point, it shall be the responsibility of
the vendor to promptly reship to the correct location. Failure to deliver procured goods on time may result in cancellation of an order or termination of a contract at
the option of the State.

B. Delivery Charges - All delivery charges should be to the account of the vendor whenever possible. If not, all delivery charges should be prepaid by vendor and
added to the invoice.

C. Notice of Rejection - The nature of any rejections of a shipment, based on apparent deficiencies disclosed by ordinary methods of inspection, will be given by
the receiving agency to the vendor and carrier within a reasonable time after delivery of the item, with a copy of this notice to the General Services Enterprise -
Purchasing. Notice of latent deficiencies which would make items unsatisfactory for the purpose intended may be given by the State of lowa at any time after
acceptance.

Delivery and Acceptance (cont)

D. Disposition of Rejected item - The vendor must remove at the vendor's expense any item rejected by the State. If the vendor fails to remove that rejected item,
the State may dispose of the item by offering the same for sale, deduct any accrued expense and remit the balance to the vendor.

E. Testing After Delivery - Laboratory analysis of an item or other means of testing may be required after delivery. In such cases, vendors will be notified in
writing that a special test is being made and that payment will be withheld until completion of the testing process.

Title to Goods
The vendor warrants that the goods purchased hereunder are free from all liens, claims or encumbrances.

Indemnification

To the extent that goods are not manufactured in accordance with the State's design, the vendor shall defend, indemnify and hold harmless the State of lowa, the
State's assignees, and other users of the goods from and against any claim of infringement of any Letter Patent, Trade Names, Trademark, Copyright or Trade
Secrets by reason of sale or use of any articles purchased hereunder. The State shall promptly notify the vendor of any such claim.

Nondiscrimination
The vendor is subject to and must comply with all federal and state requirements concerning fair employment and will not discriminate between or among them by
reason of race, color, religion, sex, national origin or physical handicap.

Warranty
The vendor expressly warrants that all goods supplied shall be merchantable in accordance with the Uniform Commercial Code, Section 2-314 and the lowa
Code, Section 554.2314.

Taxes
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The State of lowa is exempt from the payment of lowa sales tax, motor vehicle fuel tax and any other lowa tax that may be applied to a specified commodity
and/or service. Contractors performing construction activities are required to pay state sales tax on the cost of materials. The lowa Department of Revenue
exemption letter will be furnished to a vendor upon request.

Hazardous Material
All packaging, transportation, and handling of hazardous materials shall be in accordance with applicable federal and state regulations including, but not limited to,
the Material Safety Data Sheet provision of O.S.H.A. Hazard Communication Standard 29CFR 1910.1200, and lowa Administrative Code, Chapter 567.

Public Records
The laws of the State of lowa require procurement records to be made public unless exempted by the Code of lowa.

Miscellaneous

The terms and provisions of this contract shall be construed in accordance with the laws of the State of lowa. Any and all litigation or actions commenced in
connection with this contract shall be brought in Des Moines, lowa, in Polk County District Court for the State of lowa. If however, jurisdiction is not proper in Polk
County District Court, the action shall only be brought in the United States District Court for the Southern District or lowa, Central Division, providing that
jurisdiction is proper in that forum. This provision shall not be construed as waiving any immunity to suit or liability, which may be available to the State of lowa.

If any provision of this contract is held to be invalid or unenforceable, the remainder shall be valid and enforceable.

Records Retention

The vendor shall maintain books, records, and documents which sufficiently and properly document and calculate all charges billed to the State of lowa throughout
the term of this Agreement for a period of at least five (5) years following the date of final payment or completion of any required audit, whichever is later. The
vendor shall at, no charge, permit the Auditor of the State of lowa, or any authorized representative of the State (or where federal funds are involved, the
Comptroller General of the United States or any other authorized representative of the United States government) to access and examine, audit, excerpt and
transcribe any directly pertinent books, documents, papers, electronic or optically stored and created records, or other records of the vendor relating to orders,
invoices, or payments documentation or materials pertaining to this Agreement.

Independent Contractor
The vendor is an independent contractor performing services for the State of lowa, and as such shall not hold itself out as an employee or agent of the State.

Performance Monitoring
For all service contracts, the requirements of lowa Code sections 8.47 shall be incorporated into final terms and conditions of the contract.



Towa Department of Inspections and Appeals - TSB
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KEYWORD SEARCH, | BROWSE | MAIN MENU

Business:
Address:
City:
State:

Zip Code;
Phone;
Fax:
Email:
Contact:

Service Provided
(Category):

Service Description:

W-M-D:
fowa County Number:
Operating Radius:

Destinations Unlimited, Inc. DBA Carlson Wagonlit Travel
5020 Council Street

Cedar Rapids

1A

52402

319-393-1359

319-393-7616

linda@duagency.com

Julie Hender
Travel & Tourism

Travel & Tourism. Email: carlson@duagency.com. Contact:
Erin Barkley. Full service travel agency for business, leisure,

group
w
B7-Linn
National

hitp://fwww.iowai.org/iowa/dia/tsb/index.php?pgname=details&[D=1089

5/19/2006



Agency Office Loc:

Client Service Max
Contract adminksiy
Phone:
Email:

Customer Sexrvice
8-5 M-F Ceniral Ti

24X7

24 X 7 Emergencic

Credit Cards Accey

Ticket Refunding/\

Training

512 3 L

ion:

ger:
for:

wl Res:
1€

Number

fLls |

iding

1TMO5YM HOSTHYD

Agency Information

Carlson Wagonlit Travel
5020 Council Sireet NE

Cedar Rapids, IA 52402
www.daapgencv,.com

Erin Barkley

Same

800-595-8904 or 319-366-8904
erin@duagency.com

800-595-8904 or 319-366-8904
Fax: 319-393-7616

Corporate@duagency.com

888-211-0456 Domestic & International
American Express, ATP, Diner’s Club, Discover,
MasterCard, and Visa

No Charge

Instructions on the use of Resx are svailalle in
hard copy and electronic format at ne charge.

9194 ELERTE

85:/0 SBUT/C7 /50
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Pestinations Unlh

CORPORATE TRAVEL AGENCY SERVICES

lted dba Carlson Wagonlit Trave!

The Contractor should &
Contractor's services she
services include, but are r
submitied to Contractor vi
the Contractor's location.

22May06

Date

sply all the required laber, equipment, knowledge, and materials and the
consist of providing corporate travel services to the State of lowa. Travel
t limited to, flight, hotel, and car rental arrangements. Travel requ ests may be
e-mail, fax, telephane or onine booking tool. Services shall be Jetiormed at

A. Fees!

Traditional Agency Serv es Fee
Domestfic Air Transaction  sith or without car/hotel) 25.00
International Air Transacti 1 (with or without carhotel) 45.00
Hotel and/or Car Oniy Res rvation 0.00
After Hours Phone Suppo 15.50
Training/lmplementation € sis 0.00
(3host Account Report Included
Standard Delivery of Ticke 3 Included
Other Overnight Delivery «  Paper Tickets 16.00
Standard Reporling ‘ Free
Service Via an On-line B oking Tool Fee
WWW,[8SX.cOoMm

Domestic Air Transaction  /ith or without car/hotel) 16.00
International Air Transacti 1 (with or without car/hotel) 15.00
Hotel and/or Car Only Ras  rvation 5.00
Follow-Up Call to Suppart nline Resgsrvation (3 months free) 10.00
Custom Reporting $100/hour
Profile Maintenance Free
Propogal Form

State of Towa

P, lol'l

g | TONNBEY NOS TS T4/ EECRIE

a0 9EBE R /GH



CTTSB0031
Certified Targeted Small Business .. Travel Agency

Destinations Unlimited

Resx First Time Login Instructions (3 Pages)

Resx Traveler / Travel Arranger User Guide (25-Pages)



Resx First Time Login

Go to www.resx.com
Remove any popup blockers from Explorer, Yahoo, and Google
Company = Towa
MemberID = selfenrolliowa
Password = "leave blank”
Click Login

~ B X
Login | ;e
Cn_nuiany" : 'linwa . IR
Member D™ s i :
f(ozlectiime) 3
Exaample. 0172401,
%

Enter your new "MemberID"
Enter all information with an asterisk*

Page Lof 3



velcome! - Microsoft Internet Explore

e e

Complete the information below and click the Bave bution o updaie your profile.
{) Indicatas required Information. :

Login -
Merber D (do not use spaces)

Name
Prefix “Firet Name Inttial “‘LastName Sutlx

3 - ——

Primary E-Msll Address |

Phene Numbers
_' 2 . Courtry Code  Clty/rea Code  Phone Humber

i HomePhone F [

" work Phone | ]

Exdension Number




Click Profile in the upper right hand corner

ET Mapell Wtk S

st Mgt T4 v
We Diope yoiz esfoy 11 Resx deine!

Girestions paass le111s kaiow.

Enter your travel preferences under each of the tabs in "profile”

Be sure fo setf your connections to at least 2 and allow at least 4 hours for
your search window.

We recommend that you do not enter preferred carriers so that you may

= TRIFS & FEMFLATES

© Persondlminrmtion  TraveiPreterences  Bemmhorsho Nonfiers  Ineplay OBNons.
Wl infer stion Chenge Pusgword — Jove] Plmnars

‘Gomplzie ihe infomation helow and :Iltk_the Ea_ve bution o uj_zqale your prefle.
(Y Renyired Is complels a mservation. '_ X T

Name, . - o
*.. -Pratw “Firet Name: Inttial “Last pame Sutx

T B T T e, e

Membar ID jdo oot wze epaces}

NERMCNSTRATION

- Primeny E-Mall Addrese Jerinddbagency, com

Sesandary E-tatagerses [ 7T

" Feebeck E-MallAddress

You may now click air and refer to your Towa User Guide for completing a
booking and for more detailed list of profile options.

Pa«fﬁ-& 3 0’F 5






Traveler / Travel Arranger User Guide

Logging In
Go to www.resx.com (you may want to make this a favorite on your screen or create an icon for your desktop).
To enter the site, use the following logons:

* Company: lowa
o User ID: selfenrolliowa

e Password: The first time you enter the site, logon without entering a password.
-You will then be prompted to create a password that will be required from then on.

Below is a copy of what your login page should look like.

resx

N . FLIGHT SEARCH EXPRESS
Compauy’ s . - e — : J*Login required; Round-Trip onlw]

MemberD= .

password IR

s Loa 11 1 ]
S : B L L Ezampie; Loz Angeles or LAX

R Depariure Date
= & Arive

Example: D210 jan 21, 21 jap, orus

[[LoGiN AND CONTINUE |

Note: ‘Checking the Remember Login box will-expedite entrance to the site on your next visit. . .

Page 1 of 25




After logging in you will see the Welcome Page (below). Your Welcome Page will provide you with important
information that can change on a frequent basis. Some sites may not utilize this page in that case you will be
directed to the air home page upon successful login.

s Heln e Famdback ¢ Coataet Tl Agent » Peoivaey Statenent » Loiew

lagt nsers

Page 2 of 25



Reserving Travel for Yourself 9@@

You can use any of the icons at the top of the page to book your travel or you can simply click the “Go” button on
the Welcome Page and you will be directed to the air home page.

Clicking the air icon will take you to the page for making airline reservations. Plsase note that with your sign-in,

Air Home Page

At the home air page enter your departure and arrival city or if available, click on the “Search by Location” link.
This link will only be active if your company has custom locations setup within the tool. If entering in the cities you
may either use the city (Minneapolis), the city & state (Minneapolis, MN), or input the actual airport code (MSP).

» Heldy o Feedback » Comntact Travel S4aent » Privacy Staterment » Lo

AR

ORoundTlip OneWsy Mulliple Cilies
M t:Search B 2 Availsbility B 5 Rinerary 4: Confirmatian

Nmt_éte#mut@vé_tplfahis? DR

From ] [ Searchiby Location

To i [ SearchbyLocation
' Examgie; Los Angeles or LAX -, N e ’

Departure gate | “Time _ U @ Depatt

1 J - 7| Select fima - O arive . 0.

ey . & Depart
Ciamve -

‘Return date

[ B [eomime

'E_xarr_rme: 01121404, Jan 2%, 21 Jan, or use calendar

. Drhis trp is air oniy

SEARCH

Note: If travel is air only, please check the box and the car and hotel screens will be bypassed.

Page 3 of 25



By typing the full name of the city you will be asked to confirm the correct airport with the options provided in a
drop-down listing. If you wish to save your selections for future bookings, you can click on the “Use as default”
checkbox before clicking “Continue” and the tool will save the correct information. {e.g. Minneapolis = MSP)

6 Mk s Pamitherk o Donmet Travs]l Siend « Pramey Siatsnsnd @ Logoin

Company

Log

Weleams |
tost l_t_;_ﬁ;_ﬁ' .

€3 Found Trip

B W scorch B

S Thee follbwing sirpodts wang rebimed bassed on your anlties. Pleass selac
S &N adnmeor o (e Yallowing maiches. Chacking the tlt-.fau" bzwsddsihe |
Elrpti roakek: te o firshle. -

ERT lohigs fon MIMNEAPGLIS,
i pDI‘t MN MSF‘ (U

Use as defaut [ -
irport maithes for LOG ANGELES:
sLos Angeles Intl Airpost, GA - LA US}

ze 35 defau [

[ conmur |

After clicking on “Continue” you will be asked if you need a car and hotel reservation (more information to follow).

Car Home Page
The next screen will ask if you are interested in booking a car. The pickup location will default to the arrival city
you entered on the air home page.

You may enter "Yes”, which will ask for a car search based on your flight information; “No”, which will take you to
the hotel screen; or “Modify Request”, which will allow you to modify the search by changing the pick-up or drop-
off locations and/or dates for pick-up or drop-off.

= Halp « Feedhzck « Contact Traval Anent » Privaey Siatement = Lonout

Con mpany

*TRIPS & TEMPLATES o PROFILE

ANBIeOmE..

C _jhﬂnr;e"l::wel Prefetencas
testusers N = -1

B M t:Scarch B 2: Availability J: s any 4 Carfirmation . R R E R
: : Wiew Tuavel Policy

i We are c:ur.r'em\_r searching ﬁr options,
F'Ieasa us@, the feedhack

_-: If you wish to reguest a rental car et & ditfarert location, dele or time, select the .buﬁun o advlsa éruurll'avel I
|| Modify Reguest buttan below. : . | agency about jour thoughts -
! abaut curfantastic hew - k

| Wouldyou like arental car en arrival at Les Angeles, CA{US)? | 'prnduct o

YES MODIFY REQUEST

Page 4 of 25



Modify car request page

* TRIPE & TEMPLATES « PRUFELE

Wielbara
i R

Weicume m the RESK
Emulmlil Ei‘iuiua-' g

PHERSE Use g feezjh ack
Euflon o atdss your kel

| ‘e dboul year lhuwg?ﬂ&
" ghan puy faniasm tig.
:_pmﬁuc{

Plck—up dai@ 2 #4200
E.qa'np!a ﬂmtm i

: Drops-off

Hotel Home Page

The hotel home page is the next page that will appear. Before clicking “Yes” you need to confirm how you want
the hotel search to be initiated. The default will be the arrival airport you entered on the air home page. There
are 2 (or possibly 3) options:

Airport/City (default is arrival city airport code)
Address/Zip (allows you to put in an address, city, state and/or zip code)

Custom Location (if your company has custom hotel locations these will be listed when the appropriate
radio buiton is selected, if not, this button will not be present)

Note: If-you areiusmg'the A drgess/er_ option;:do: Dot putin the exact_addressof fhe'hotel The-too S des:gned'to"
look at the specified distarice oulside this address and not including it. i

Then you may click "Yes”. You may also choose to modify your request, which will allow you to change hotel
locations and check-in/check-out options {e.g. You may be staying for two nights at one location and driving 1o
another for three nights)

[

*TRIPS & TEMPLATES # FROFILE

.Well:urné'

Clinkius Travel Preferennis
_ic_es_.‘_l-lise_:'_s PR B e

M 1. Search 2 Bvalkshily @ 3: iinerany : Confirmalion

t’iew Trave Pniicﬁ o

_-Welcome fothe RESK s

|| ¥ you wish to request & hotel =t a different Iucatlon dete or time, select the Madify
. Reguest button below. .

<] WWould you like a liotel on arrivnl ot Los Auyeles, CA (US)?

We are currently searching Tor options.

YES MODIFY REQUEST

Searchifor hotels hy:

153 AirportiCHy (O Address/Zip O Custom Lacation

Page 5 of 25
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| “hutton 1o Advise yourfravel
] "agencv ahuuwnurthuughts i
| -abgut nurfantsstu: new Biish
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prnducf




Reservation Options

While you are entering your travel needs, the tool is actively searching for travel options. In this example the first
option that will be prasented to you is:

Air Options
The following Items will appear on your air oplions page (see below).
+ Flight pairs displaying the lowest fare appear first. Additional departures appear in order of low to high
fares. Company preferences are depicted with an asterisk (shown).
s Seat maps (shown) - See icon to the right of the flight pairs
¢ Penalty information is available by clicking the View Rules button (shown)
« Other options are displayed by scrolling down the screen
s Clock icon (not shown) in the header indicates the closest match to your original requested time
* Clicking the e-mail link at the top of the page enables you to send these flight options to others (shown)

« On the page there may be an option to manually build your flights by choosing “View Flight Schedules”
link {not shown) which will allow you to select an outbound and return flight and then ask for a price

* To choose the flight, click “Select” link found to the left of the desired flight options.

IR E G R T T

v Hedy s podinack « Donlast Ui S = P

#7375 £ TEMFLATEE * PROTILE

lest ueers
aich W E Awalbability B Stioorary B8 Conlhmigtion

Sort yptions: |

e apalis, MILUS)to Lok Angeles, CA (U5} e
- bilsneaalis, Mk {BS) :

7109 B:h1 aere

" e, ES(MEP) Lok Angsles, AL 0
Mors R 18 o How 14 o oPRSARIEP) - Lon fAny Lax)

e

ancl: Econongy {Th

b

rihwest Aifknes

B0 pink 1826 Py

- Log Angeles, CR(EAH)  $dnneapnds, W (WSP} [t}
T Wow 17 Thu, Mow £T

artare. HED 29490  Poaaly: Yes U

52w LR T

N Minneapolis, ¥24 (S Log Angpeies, T4 LN a
» ariking Cless: Mors, Mov 14 e, How 14 P P e, A LA
koot onclyEconony ()
orilineeat Airlnes
abt #3146 Eoanerd: 320 560 pm 16:26 pim Loz Angeles, GA (aRy  Binneapoie, b (MEF) 8

; Baoting Cless: Thu, Mov 17 Thu, Nov (7
i CoachEeonony (¥}

Mo FRan s s Setad
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Car Oplions

At this screen, you will find your car options listed in order of lowest to highest rate and any contracted car renfals
will be noted with the contract icon.

Options on this screen include:

+ Continue without car link — allows you to continue without booking a car at this time

+ View Rules—allows you to view all of the rules of usage for this car company before making a decision
¢ More Detail—gives you more detail regarding the reservation

* Vehicle Types—Informs you of the type of vehicle that will be reserved

* TR B FEHFLATEE *EROFRLE

fest users

" The fuilwag 2A56 AR a'tallamﬂ farrmsandian. :

Pickgy lncstion: Los Anjeles lnt'l m:pm 1LA¥4 T nﬂ Bocatinh 06 ARgetes Y. &hsm gk.lm
ks slalas Bheaday, ﬂwm’tbal 14, Ml& ﬂ,'e;:m e tluﬂ@d«m Ilmmim 17, 208% )

: afes
#oe Rerd-a-(ar Teun ity rotmde USD X340
3 dnenliy Oy Terminal Tradolol vede iz GE S50

T3t Cpnpy

- T Cotupany
| Bundyat Frerd AT

The ghally vabe i W50 45 5
1 Lasatis I Terminaitaste Thoe Yol sene i USD 21548

A

PR
Ténfime The tduily rade 52 1SN 56 05
Liticadicer. b TermiraifSluitie T dedal sahs i3 UGH 243 4%

i Dt

- FsrCempany i
Hedzct B taaforsl The gudty rate 23 USD 7205
. Latioen in Termasf5 il Tre byte by USD 31557

Cur Casrdresd

1 thganey Satinge}

To add a car to your reservation, click the “Select” link to the left of the desired car option.
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Hotel Options
At this screen, you will find your hotel options.

You may sort the options as listed in the drop-down menu shown in the sample below however; the default is
commonly biased towards your company's preference.

Other options include:

+ Continus without hotel — allows you fo continue without booking a hotel at this time
e View Mapped Options - allows you to view a map of all hotel listed

¢ More Detail - gives you more detail regarding a particular hotel (i.e. address, phone/fax #, crown rating,
distance from airport, etc)

+ Hotel Information - allows you {o view the rules and amenities of the hotel before booking
« Map — icon to the right of a specific hotel which atlows you to view a detailed map of that hotel

DERRTRE CACK I -
| MODIFY REQUEST .

_*-Sort Options: !_Unsuned

K The following hotels are availabla atthe isted price range(s) - - : 'jcnminué withiouf hoiel

Los Angeles, CA {US} - .

. Check In: Kienday, Hovernber 14, 2005 Chieck Out: Thersday, _II_o\.lemhei_!lT, 2006 . . View Mapped Options . :

FAnal

: Radis=on Hotel At Los Angeles Airport Reference Rate:ldin USD 57.08 §
Seiact 1 (Radisson Hotels Worldwide) B235 W Century Bivd BMax USD 284.00
B Phore: 310-670-8000 Los Angeles, California 0045 By, Vel il sl
Fex: 310-670-5110 Distance:1 Mile
More Detal Hotsl Information P o L ., BackTo T.D._ i

Details

Reference Rete:lMin USD 55.08 /

Select gﬁ:f:g'gﬁ’f_g;ﬁem&{fml (hflennium Hatels) 50B S Grand Ave Max USD 509,00
e Los Angeles, Calfornis 90071-2607  Ratine Wi iy iy
Fax 213-812-1545 " "
Distance: 12 Miles
Wore Detal  Hotel lnformation o Lo o . Bk To Ty

Jet;
Reference Rate:Min

{ Hotel Name / Chain.

- Holiday inn Downtown (Holiday Inn)

Sedegt 1133 Atlardic Ave USD 104196 / Max USD 129,95
T Phone: 562-550-8858 - i
Fex 562-0B3-1607 Long Beach, Californis 90813 RatinesUnknowen

Digtance:17 Miles

Wore Detal  Hotel Jrfarmation Black To Top
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To add a hotel to your reservation, click the “Select’ link to the left of the desired hotel property and the page will

display all of the rates currently available at that property. The rates will include any company negotiated rates as
well as any contracted rates we offer through our agency.

=3
s Tha fn}luwlng rooms are avaiiahle to reserve. cantinue winou hotel

; Millennium Bittmsore Hotel {Willennimn Hotels} - FERA
CCompliang Hetel

" BB 5 Grand Ava
: Los Angeles, Caliternia 80071-2607
. Phone:213-624-1011 Fax213-612-1545
 Rating Wil
. wwuw

" 1os Angeles, CA {US) _
Chask In: Monsay, ltovember 14, 2605 Check Out Thursday, Howember 17, 2405

: + Reference Rat
1 AARPWUST SHOW CARD AT CX-IN.

CLASSIC ROOM ¥TH TWWO DOUBLE BEDS INTERNET WORK DESK IRON AND IRONING ~ USD 105,80

Select
27| BoARD

Wiew Bules

A LR LT

.. | Room Description::

Selech © | AARPMUST SHOWY CARD AT CH-IN. UST 105,60
o CLASSIC ROOM WITH ONE KING BED INTERNET YWORK DESK IROMARCNING BOARD ;

e

iew Rules

Reforence Rate

Select | rEST COMPANY 5 USD 445,00
DT | CLASSIC ROOMWITI ONE KING BED INTERNET YWORK DESK IRGNIRONING BOARD

| Comments; Hotel within walking distance of ABC Company Headguarters

Wigw Rules

To select a room rate, click the “Select” link to the left of the desired room category and it will be added to your
reservation.

Booking Options

Throughout the process of viewing and choosing your hotel and car selections, you are able to:

* Save Research - Save the selected options as future information. This capability will allow you to go
back in and select that saved research and use it to create a live reservation.
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fifnerary Summary

Once you have made your selections the system will display an itinerary summary for your review.

From this screen you can:

Review your reservation fo

r accuracy and completeness

Change / modify any portion of the reservation needing change

View the estimated cost of
Purchase the Reservation

the travel portion of this trip {Upper right-hand comer)

Cancel and restart the entire reservation process if necessary
E-mail your reservation to any interested parties

Print the itinerary

Save Research ("click” on the save research option in the orange bar at the top of the reservation)

| difare: USD 294K Penadty: Yes ¥isw Bales
Eefimated Cor Cost: USD 88,98 +applicalibe fess |
Estimaded Hotel Cosl: HSD 432,06 » applicaliie feen
_ LT Service Fee: Mndneway : .
: ' 3Estimated Todal Trip Cost HSD 315233 » appliculie tases andfees

DoAagivade] 7

".:_@“

Cl U Sdd Ter

EEEY

Binneapolis, MH USH o Los Angetes, CA (U5)

{ Horthwest Airtines to N
" Fhight #3101 Bquiimant J20 W am 101 an . "
; i : % , #;
Buoking Ciass: Mon, Now 54 Mon, by 14 ittt MN (ISP Loy Angeles, CA (LAK) o

{ CoaehvEconomy (T}

Depai

CariCompany:
Ave Rerd-A-Car

Type of Carlnserm

Losatiors Gf Yerminal

Pickdlp

w0l
ko, Mov 14 Thas, Mav 17
Log Angetes It Arporl (LEX) Loz Angeles il Aipor (LAKY

Fate: USP 2340 per day

edftate 2 of 4 Goot U5 58.48 tocal

Fannium Biftmore H
&5 S Grand dyve
Los Angales, Caltornia GOGT 1-HOYUEA

5, £4 {U5) to Rinneapalis, Ml {US}

ek
Thu, Ngw 17

LB TR
Mon, o 14

fotell (hadinredum Hotels)

Reterence Fute Min S0 K500 : Max USH 503,08

Rete USH1HL00 per ndght

Bl

Digtance: 12 Miag

Herthwest Abnes
Figee #3140 Equiamant.

3 Blooking Class.

CoachEconomy (V)

e Bulpe

S Barive
320 £:00 pm 10:26 pmy ’ ‘ .
T, Now 7 Thu, tiow 17 Log Angsles, CALAN]Y  Minrsapolis, MN (14SP) 3

Diedst e A

. RESERVE ITINERARY PURTCHASE NOW .

* Coenpany Pretecrad
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Saving Research

To save research, click on the "Save Research” link towards the upper right-hand corner of the page.

You will be prompted to hame the trip.

. Savng trip &5 tesearch does not reserve the trip. Travel fares and availabikly are subiject o change unth resefved,

Saveresearch [ABC Convention]

e coost |

Clicking "Save” will save the information only. Saved research can be retrieved in the “Trips & Templates”
section.

Depending on your company’s preferences, there may be two final options:

Reserve ltinerary is not available for your site

RESERVE ITINERARY | PURCHASE NOW

+ Reserve - Clicking the "Reserve ltinerary” button creates a confirmed reservation and is holding air, car
and/or hotel space. (May not appear on all sates)

liable: forany penallies inctrred by the fa_ ureto cancelithe. space (e:q. hotel no-sho_ _'charge) :

¢ Purchase - Clicking the “Purchase Now" button sends your reservation to our system for processing,
quality control and ticketing. Only reservations that you truly wish to "buy” should be purchased

Note: No airfare price is guiaranteed until the reservation is-actually ticketed by ouragency. . "

Furchasing a Reservation

Once you have decided to purchase a trip, you may go through a series of screens in which you are asked
questions. Some questions may require a response while others may not. Once those questions have been
completed you will see the message confirming your purchase.

®YHIPS & TEMPLATES = FROFELE

F tSearch [ Z Availability & Siftinerary W 4 Confirmatien

“Yay ‘have just chasenio purchase vouralrticket The fulfllment agency wll process ynur i resewatiun haaed on youy preferences
F‘Iease cumaclyaur agancyfar anyfurther deialls Thankyuu fur‘yuur businass .

CONTINUE '
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Trips and Templates

The Trips & Templates section is accessed by clicking on the appropriate link found towards the top of the page.

AlR c CAR HOTEL @ * PROFALE

Trips
In the “Trips" section you will be able to seefaccess:
+ Import a Trip — if you have booked travel directly with our agency and have the record locator for that
reservation, you can put that locator in the designated box and import the trip into the online system
e Trip Research — travel information that you or your travel planner has saved as research only
+ Pending Trips — trips that you have booked and purchased that may or may not be ticketed yet
s Trip Archives — Trips that have been purchased and/or traveled on

Selec! Wigw to view rore details, modifirthe trip or confirm the staius of a trip awailml tlckailng (‘irlp stalus is nnt updateﬂ on this ..
page) It you have nat harned atnp the defaulf name is (unnameﬁ}

. .Imp;_t_r_naTripl l Enter the recard locator to ienpor 5 frip.

* . {Toip Research

| MSP-LA

: Los Angeles Trip Lpsnage  Mon Nov1d | Research iews ! Delate

(Pending Trivs
“ 1 (hone)

To recreate a reservation saved as Trip Research, simply click the “View" fink to the right of the research and your
reservation will re-price for you.

Note: Saved résearch will not.store availability.and/or pricing. It will only.save the search-parameters. = = 00
Templates

There are three different types of templates that may be utilized within the tool.

s Personal Templates — created by you and saved for your future personal use
+ Shared Templates — created by you and shared with another or by someone else and shared with you
« Company Templates — created by an authorized user and shared company-wide
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Currently, templates can only be created from purchased / reserved trips. Once created, templates can be used
by clicking the links on the air home page (if available) or from the templates section.

Templates may be available on the air home page (e.g. Beston to Headquarters) (below).

+ CAR HOTEL @

Q Round Trip Cne Way  Eiulliple Cities
M 1:Search 2 Bvsilabiity B 3 fHinerary B 4 Confirmation

What are your travel plans?

Fr.nm [

o |
Example: Los Angeles or LAY

Departure date (& Depatt
i i
S I & 2 Arrive
Refurndate S Dapart
S { Seletitima 0 Arrive

Exsmple: 01421404, jan 21, 21 Jan, or use Calengdar

: Twee - EditDel
:| Dalias o Plant 123 Fersonal Create ltineraty EdittDslste
| 5t. Latis to Denver Shared Cteate finetary EdipCialete
Boston to Headguarers Conpany Create It‘m.eram
Chicago to Headguarters Company | Craste ltinarary
miami to Hezdguartats Cormpany Cragte nerany

Note: You will only be able fo edit/delete templates that-have been created by you. /v

Once you click a template link, the page will prompt you to input your departure date information as well as the
number of nights you are planning to stay in the destination. The number of nights will default with the number
from the original reservation that the template was created from.

RRSENS Ternplats: Dallas to Plant 123
. :"l,f'n{h_erg doyou wanttaleave? } |
L "_Hciwl_nn_g doyouwantlo stay? [_277[ Nights o
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The system will ask you to confirm which parts of the template you want to search / reserve and allow you the
opportunity to edit some of the parameters. (e.g. departure / arrival times).

BegemeY

~ - | D3 Depart: Sallas, THUS) B i
e _ 745 Mt L patiee
. Rebkae: Mllants, BS (LIS) SRR Densrt
Clase. Toach
| carCompany. Pickdp: i o DpepDE
. L A RontA e Lacabon Alianta, GA 0I5 Locskion flants, G& G5
- s ven {5
s 823 Ph

Typaof Qe

CHetel Mame {Chabi 0 b
1 Courtyaest by Bttt - DOURTY 2RD AMTGAKERY
&85 Lanncheal fd
zniganery Al 517

; : P2pms huses |
Lsdlad States i Y
Location  Manloomary dlskeaims @ @

Chaits Caurtyoed Sriott

Resumey |
i@ ' Dalls Depant: Atanta, G JE)

Baife: Dallas TH (USY
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Once you click the “Search” button, the tool will compile a single set of options as the Suggested ltinerary and
based on the template parameters submitted. In some cases the airline may or may not be the same based on
your company’s travel policy and supplier prefersnces or if the flights are no longer available.

Birfars: BSD 33190 Pensity: Yes Yiew fijes

Eslimaled Cav Cost USD 240,38 + applicalile fees: ; )
Servioe Foe: Ui phan :

Estimeted Total Ttlp Cost: USD T00.3¢ + applicable taxes and fees

Flig #1778 Equipment 757 Tdfam - ZSipm Dallss, T (DFW Allarts, G5 (ATL) a
{ Bogding Class. Tus, Mov 22 Tue, Mew 72 ' Eh I
i CozehEcanciy {t)

D siime Rules oes Detel e 2

L TEa Company
] Aois RerbiC Tue, Mow 2% Teup, Now 24
] L“;i.e,l' : . bl Atianta Herzfield-dackson Intl  Afista Herlstield-Jackson i
§ rossian In femmins ¢ Adrport [AL) it (ATL)
Bomgve | | - Rate: USH 63.00 per dixy
N . S ar
- Typs of Carinterntediate 2 or 4Door USD 24636 total
- Hotel Kame F Chair & Checkut:

Tue, ey 22 Th, e 24 2

i Couwtyerd By Warriolt {Courtyard by bMarsot)
“1 5555 Carmichest Rd Reference Rafe:Min GS8 118.00 7 Ffax USD 16460
4 Torigomary, Alsharna 35117USA Fate ISP 118.00 per night
DislanceLknown

L e Fuies  MoeeDelgl  Hotsllnionmss Wices Hofet Cptione

. Atiant, GA (US} to Tiallaz, TX(U5)

| Flight #5829 Equipment T57 00 am 12008 pm

irygy 1 Alada, 134 (ATL ! [
Biosting Close: Tho, Mov 34 Thy, Mow 2 8, B4 (ATL) Daflag, TH (DFWV
| CeachEcanatiy (U}
Cuwmmw Rules Mome Dﬁtﬁi? Blore Al Cadions

RESERVE 1TINERARY PURCHASE NOW L

Y

Legand

Car Contract

{Agency Settings)

You now have the option to alter the hotel or car options offered by clicking on the *More” or "Remove” links to the

left of the options. Once you are satisfied with the choices you can opt to Reserve (if applicable to site) or
Purchase.

You ¢an also choose to

* Cancel and restart the search
s E-mail the itinerary

» View a printable itinerary

» Save as research

The process following the option to purchase will be the same as a normally selected reservation.
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Profile Information

There may bhe two ways you will enter into the site:
* Via a pre-assigned Member ID
» Via self-registration

Once you have received the initial tool implementation communication, follow the instructions in order to create
and / or access your profile.

The foliowing information is in relation to pre-assigned login information or once you've self-registered and
created your own login and password.

Upen successful login, you will access yOLir profile by clicking on the appropriate link found at the top of the page.

AlR @ CAR @ HOTEL @ *TRIPS & TEMPLATES '
PROFILE

The page will now display links to several sections within your profile:

e Personal Information (See below)
e Traveler Preferences

»  Membership Numbers

o [Display Options

« Billing Information

* Change Password

e Travel Planners

=4

e @ @ *TRIPS & TEHPLATES
T R FEOFILE

Wiewing profile for & personafiformation  Travel Prefersnces  Mombership Bumbers  Display Dplions

test pzers

(test users) ) Biling nformgtion - Charge Password Iravel Planners

Parsonal Information {see below)
This page asks for the following:

« Name (as it appears on driver's license, passport, etc.)

¢ Email address(s)

e Addresses — Home and Work

¢ Phone Numbers — Home, Work, Mobile, Pager, FAX

» Emergency Contact — Name and Phone number

s Passport Information

+ Custom Profile Information (&.g. department number) (not always apphcable)
Note: Required fields are identified by an asterisk (%) and J’f not comple - profile uy
presented to you during your-first purchased reservation. SRS
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Travefer Preferences

This section allows you to select and save a number of travel options:

Air Settings

e Preferred carriers

s Classes of service allowed—coach, first, business, etc. *
» Meal & seat preferences

» Seat preferences ™

s Time window ***

» Default origin city

Maximum number of connections ****
e Special instructions

s Ticketing options

o Preferred credit card

facy Blaternent = Looou}

PROFILE

test userd

Air Facilities
Air France
Billing Information Change Password  FATRERTN

ey prodile Personal Informalion £ Trevel Preference

lisplay Options

Complals the Infurmaﬂnn below am.i clckine Bave i
()Indltaies requlredlnfurmatlan - PR

Air Seftings
"2 Preferred Aifiines . itali
: 1 (selal:i) \(selecij .{(seiect)

Excludeﬂ.l\lrlines
‘ (salam)

‘ (seﬂecl)

1 (seieci)

: Dsfault()lass nfsawma @coanhrEnannmy OF‘ramium Ecnnnmy CBussness OFlrst .

’ Meal F‘reference R -k Note: 1hat s}tspecm} mesls may n:ll be oﬁered anel a\rllnas .

S_e_«'ﬂ_ Pl_efel ences

Preferred Bsai‘ Ne Preference

FlAm mmnt onman hido wn feam odbor Jum slne
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Car Seftings

e Preferred car type *

¢ Preferred car companies **

» Associate airline frequent flyer numbers into car reservations
» Special request

e Guarantee to credit card option

¢ Preferred credit card

Car Settings

. Prefarred Car Type: ]_ntermedwa’te 2 or 4 Door o

Prefarred Car Companies
j (select)

- i (select)

T (salect) B
- O Use preferred car companies .

- [#] Associate airline frequent fiver numbers In car reservations

t

" Special Request . .. I

I::[ Guarantes with credt card If reguired

Preferred Credit Gard

suppl:ers és.pre erred-w;thm'your proﬁle however';ca _:search results will-co _s:stent!y bfas your comp -y . p___l.'cy

Hotel Settings

»  Smoking preference

» Preferred hotel chains and option to limit to preferred hotel chains *
s Special requests

s Preferred credit cards

Hotel Seffings . -

‘Smoking Preference £ moking ¢ Non-smoking

Preferred Hotel Chaing
: [ {zalsrt)

{ (sslsct)

L{salac‘l)

‘ELimitto prefetred chains

Bpecial Request . - |

" Prefarred Gredit Card

Page 18 of 25



Membership Numbers
This section allows you to save frequent travel numbers and associations.

¢ Air Membership

¢ Car Membership

+ Hotel Membership

s Car Loyally Program Associations
s Hotel Loyalty Program Associations

= Help » Feedback » Contact Travel Anend = Privacy Sfaterment « Lonout

@ @ @ ® TRIPS & TEMPLATES
PRCGFILE

Travel Preferences O Mermbership Numbers Display Oplions

test users
Wiewtng profile for.

(test users) l Change Password  Yravel Plannors

“Rirtine . nhership Nnmher: : éil'ii-'beléi. o
{none)

‘Acd Neve Alr Memberstin Nurfer .

= Haip » Feadhack « Contact Travel Adent = Privacy Staternent = Logatt

@ @ * TRIPE & TEMPLATES
PROFILE

Trevel Preferences Q Membership Bumbers Displzv Options

Change Passward Travel Planners

1Air North Regional
JAir One

embership Nwnher

1._
|
|
¥
|

)

)
i (select) ; f i
§ (select) ; gi ‘
| {selact) ] | |
; (select) ; ” 1
iselect) | |

|
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Display Options
This section allows you to change date and display formats.
= Helg = Feedhack = Confact Travel Agent « Privacy Stafement « Lodout

@ # TRiPS & TEMPLATES
PROFILE

ol 1 Personal imformation.  Iravel Pieforences  Mermpership Bumbers & Display Oplions

Bitting Information Change Password Trave| Planners

Company
Loge
D) Q

test users

Complete the Information below and click the Bave buiton fo update your profile,

(*‘) indicates required infermatich
Distante Ferina

“Tine Format

Efiles

412 hour clock Ex: 8:00pm
 Kilometers

324 hour clock Ex 20:00

& Nov 22 or 11/22
{122 Nowv o 22111

* Show curtrency rates in the country's cutrency ! USA,

- [ADord allow a choite hetween @ suggested itinerary or creating my own nerary.
. "+ £ Default o suggested fingrary & Defaull to creating an itinerary
Display alr custan: oplion flights in time order -

* “DisplayUpto] 15 i opttons par page
Disglay Up to Ij ar options par paus.
: e
Display Upto] 15

. Display Upto] 18

otel opilons perpage,
otel roem options per page

Biliing information
This section is for billing instructions.

test userd R
Personal Information Travel Preferences Membership Numbers Dsplay Options

] Billitig Infermiation Change Password Travel| Plannars

Your profile contains the foliowing credit cards,

- VIBA ) ;
Central Billing Gard WRELO0E8M 1 11 1273010 G Edit
Add a Wevr Credit Card

You may add as many credit cards as necessary and name them accordingly.

L J
s Your company's central billing or ghost cards may be pre-populated (as shown above) in your profile.
» The page is encrypted and once entered numbers are not displayed except for the last four digits.
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Information fo include on this page includes:

+ Name of Credit Card

+ Type of Credit Card

+ Credit Card to be used for specific type of reservations (air, car, hotel or web (if applicable))
+ Billing address and phone numbers for each card.

test userh

Persoral infor mation Franvel Preferences HMemberstip Numbere Display Options
o Billing Information Change Passivord Travel Planners

Billm.lnformatmn instructions : I
: -_Ail credit cardinformation 1s ellcrypted [SSL}

- The system requires a name for each credil card for security purposes. All credit cards will be dlsplayed s their.
given name affar matlal setup without. diaplaying the cradit card numher

Enter 3 unique nama farihls card ~guch as"Boss's Card” of 'F'ersonal'

e of Credit Cardg !

‘Type [ (selact)

Credit card may be used for the following . . E
‘ymes of reservaions Oair Ccar T Hotel i

Usa as "My Prafarred” when booking
o Dnly one eredit card cap be preferred for
.~ each segment type

Ocar [ Hatel £ v

Enter the credit card number (excluding spaces). If you sre using an airfravel card that does nothave an exp}rahon ﬂate
Teave the date blank.

Change Password

This screen aliows the traveler or travel arranger to change their password.

=Help = Feedback = Contael Travel Anent = Pilvacy Stalement = Logout

Company

Logo

®TRIPS & TEMPLATES

FROFILE
test nserh

Viewing profie fo Personainforimation.  Lravel Preferences ermbership M s Disnlay Ontions

Billing Information e Lhange Password Travet Planners,

: (“) indicates required nformation

- ‘Current Password |

1

Verity New Password |

e Pasauwor

Note: Any changes made to your profils are automatically emailed to ouir offices
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Reserving Travel for Travelers With Proﬁles @@@

wid'e_'_t_r_.a_vé! plannersorfor .

Login into the tool as yourself and then on the air home page, select the proflled traveler you are making a
reservation for from the drop-down box labeled, “Planning for”. (8.g. user5, test or smith, jeff)

= Help « Feedback » Contact Travel Avent = Privagy Siatamant = Loosut

'TH.IPS E TEMPLM’ES * PROFILE

€ Round Trip  OneWay  Multiple Cities _‘??‘_“ E'F"“‘."?‘ p‘ﬂf'?‘_‘?“'c.e'é. _:
M 1 Search 2 Bwailability & 3: linerasy 4: Corfirmatien

"\ﬁew 'Trﬂve‘! Pa!igi'_' Y

Plannirig for;
trainingsite, variable

|(Trave! Planner)
userd, test

Welcnme 1o tl:e RESK
‘heoking eltﬂme‘ S

Witat are your fravef plans?

@

Other Traveiars... ) “Please use the fedbat

T From i Gemih by Location “tltton o advise youriravel -
; i e -_eg&ncy‘abuuwcsurlhnughts
_To i §  BemchbyLosaon - . .| 2D0ULDUr famashc new

Exampie: Les Angeles or LAX

‘Departure date Tima {2} Depant
__ o @ﬂ"ﬁ'w {3 Ative
- Retundate & Depart

i {Eﬂ?ﬂﬁﬁg “] O Arive

"Example; 01721/0¢, Jan 21, 24 jan, or use calendar

| B Travel Prafelences
[T

O This trip Is air only

SEARCH

If the traveler you are looking for isn't displayed in your drop-down list, then you will need to choose the “Other
Travelers” option from the list, which will bring up the profile search page.

= Help « Fesdback « Coptact Travel Ageni = Privacy Staigment = Logout

c @ @ *TRIPY & TEMFLATES » PROFELE

Travel Planner

variable traimngsite

To Belact a Uz 'énfér&é}r amber D or utr_lér'irifurmatiun fo search for & bpecific user. i na'seatch cri

i8 spscified, all users”
will be ratine L :

Wamber ID | |

FirstName | ‘

. _. Last Name fjon |

| OEs e

You can put in as much or as little information as you have about the traveler. You will have a better chance of
success or-a much shorter list to look through if you put in some key identifiers. {(e.g. couple letters of the
traveler's last name, etc.)

Then click the Next button.
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You will see a list of matching profiles. Choose the one you are looking for by clicking the “Select” link to the left
of the profile.

= Halp « Faedback » Contapt Travel Agent » Privacy Staternant » Logout

® TIPS & TEMPLATEL # PROFALE

Travel Planner

warigble testcompamys

; Click the user you wish to select inthe t_fst_belnw. -

(G Heae
1 Select RJONES

You will now be brought back to the air home page and in the drop-down list will be your newly selected profiie.

= Help « Feediack « Contact Travel Avant « Privasy Siatement = Logout
Company

Logo

#TRIPS & TEMPLATES ® FROFELE )

0 Raund Trip Onewvay  Multiple Cities -;h_m_\g_!_e Tiavet Plef6|eiipé§_ :
W 1:S5earch B 2: Bvailability 3: Hinerary 4: Confirmation :

Visin Traisl Policy

Planing R
| Jones Ruhﬂrt o

1 Wikat are your travel plans?

From | | - semchiyLication
Ta | |
Examgle: Los Angeles or LAX

- Seprch vloeation

3 Dapart
O armive
{2Depart
3 Arrive

Depariure date
[ i

Example: 01/21104, jan 21, 21 Jan, of uss calendar

| B Traval Piefereices

Ol Tnis tip is air anty

o SEARCH

profile’ at'thfs time. the: tlcket/}feservatfo il be made.in.your: nam_é,-_f e

Once you have selected the traveler profile, you will continue as usual.
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Reserving Travel for Travelers Without Profiles 9@@

From time to time you may need to make reservations for travelers that do not have profiles on file. If the traveler
doesn’t need to have a profile for future trips (e.g. interviewees, vendor visit, etc.) you will need to use the variable

traveler profile.
Login into the tool as yourself and then on the air home page, select the variable travel template displayed in the
drop-down box labeled, "Planning for”. (e.g. trainingsite, variable)

= Mg = Feedhack = Contact Travel Agant = Privagy Statemant « Loaout

Company
Logo

*TRIPS & TEMPLATES .PROFELE.
AR <
€ Round Trip  OneWWeay  Multiple Cities Chigige Travel Preter eiices -

B W 1:Search B Z Availshility B 3: linecary 4: Confirmaation

] view TrastPolicy &

4 trainingsite, variabl
{{Travel Planner)
Jusers, test

[Oiher Travelers. .

\What are your fravet plans?

-From ] Search by Lacition

“To | Search by Locatien

s Exampie: Los Angeles or LAX

Depariure date &
- Dep , E?Dapaﬂ
. _ = _ {ranive

: '_'_Ret'um date {% Depart
. H i -
H , {Selecttime v CIAnve

" Example: 0142104, Jon 21, 21 Jan, or use caigndar

| B Tiawet Preferences

"1 This trip Is air only

- SEARCH

If the variable profile option isn't displayed in your drop-down fist, then you will need to choese the “Other
Travelers” option from the list, which will bring up the profile search page.

= Hatp = Feedhack « Contact Travel Agent = Privacy Statement » Logout

*TRIPS & TEMFLATES * FROFILE

TFravel Planner

variable trainingsile

Toselecta 'usar,'anler_thairmarh_berlD or other infarmation to search for a specific user. |fno search criteria is specified, &l users -
will be returned. T : ’ L L ’

.Memb.érID_l

First Name |

|
; |
'La_stName| |

In the Member ID field type variableXXXX (XXXX = the original company name you placed in the Company field
on the login page). {e.g.variableabc).
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Then click the Next button.

You will see a list of maiching profiles. Choose the variabls one you are looking for by clicking the “Select” link to
the left of the profile.

« Heip « Feadback = Contact Travel Agend « Privacy Statornent = Logout

Company

#TRIPS & TEMPLATEY ® PROFRLE

Trawvel Planner

variahle testcompanys

_C_ilck't'he useryou w@s_h to sé'!e'd: inthe list belows.

Sel Memberip: - FhistHame 0 da
Sglect VARIABLETESTCOMPANYS variabia testcompanys

You will now be brought back to the air home page and in the drop-down list will be your newly selected variable
profile.

« Help = Fesdback « Contaci Trave! Agend » Prlvacy Sigtement = Logout

# TIPS & TEMPLATES # PROFELE

AR R A
S Round Trip  OneWay  Mulliple CRies Lhatys Travel Pretoronces |
W 1:Search 2: Awvailability 3: dinerary 4: Confirrmalion

“igw Trinea Poficy 7

\Witat are your fravel ptans? : PR B :-hookmu euuln 4
a : | Predse use1hefeedback

{Other Travelers. .. From £ i Seal cit by Lotation -+ | soution to’advies your fravel o
: : R : agennyahautynurihnugfﬂs
To f | GearchbvLocation B

Example: Los Angelgs ar 1__AN

Departure daie Time @ Depart - -
Selecttime Cr Arive
Reiurn date o (2 Depart
J - EEEQJJELEW. 4 3 Anive

Example 01721104, Jan 21, 21 jan, or use celendar

4 Yravel Preferences

[ 1This trip s siranly

SEARCH S

':Note“" Yoir must. ':elect the fraveler prof’ fe that you are piannmg trave! for on. th;s page, as" here wr!l__not be another_

profn’e at this time, the ticket/reservation will-be made in your namé

Once you have selected the variable traveler profile, you will continue as usual and will be prompted for name and
billing information.
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1. Scope of Service

Carlson Wagonlit T:
Hender. Destinatios
1A community for 2
the decision was ma
its trademark progpra
operated companies
Companies.

Together, this partne
management compa:
Wagonlit Travel cus

Carlson Wagonlit Ti
travel services from

1.1 Travel Manage:

We offer the followi

Summary of foll
Fare comparison
Penalty risk anal
Executive summ
Airline validatio:
Destination and :
Ticket activity re
Ticket activity re
Car usage report
Hotel usage repo
Advance purchas
Electronic invoic
Same city — negc
Upcoming plang
Monthly reports will
and executive roll-ug
down by vendor, city
to compare data mon

s & & B F » & & 4 &5 & ® & @

ammarm 1 1

Corporate Travel Agency Services

vel/Destinations Unlimited, Inc is owned and operated by Julie
Unlimited, Inc has been a resource for travel in the Cedar B apids,
years. Having similar industry foresight and core activities, in 1993
s t0 join Carlson Wagonlit Travel. Carlson Wagonlit Travel makes
15, products and services available 1o independently owned «und
wough a franchise agreement with the Travel Group of Carlion

ship between local and global gsynergies represents a complete travel
7 where all resources available are pagsed directly on to the {arlson
NEE.

vel/Destinations Unlimited will offer the State of Iowa corphrate
ur Cedar Rapids, IA office beginning June 01, 2006.

ent Reporting
¢ customized reports.

ving reports
fare savings and lost savings reports
is: summary of penalty fares offered
y: recap of monthly cost savings
verifies use of contracted airlines
r carrier analysis: airline volume for top cities
ort: airline volume for top cities
ort: airline travel detail
car rental travel detail
: agcommodation detail
report
copy for expense reports
ated hotel rates
for meeting planning or projecting expenses
ie formatted to your specifications and will include division letails
. Specific information will include overall expenditures bro'ten
yair, average ticket price, hotel and rental car rates, plus the ubilify
1-over-month and year-over-year,

T T T T TV R T Y TR TR TN OQTQiICCCCTO (=l Nl

QRART /7 C[A



Since our reporting -
reporting within a
also gives us the fle
provided to us direc

Carlson Wagonlit T'
service designed to
four hours a day, se’

1.2 Required C
Training

The State of [owa tr
online, Educational
iowa elexts the Reg
cnline.

1.21 Keeping our
Our newsletter does
the travel industry &

Our customized ver:
personal travel, The

1.2.1-1.2.2  Fax:
Should something o
affect your future tre
Email Blast progran
security, Frequent F
categories 18 separat

information they net .

We can also inform
QOur job is service ax

1.2.3 Communicati
The service team of
reservation requests

-e~-mail, interactive ¢

tickets and the e-ma
Carlson Wagonlit Ty

Travel reservations
in the U.5. between

rstem is housed and guanaged locally, we can often provide .«d-hoe
tple of days and sometimes as guickly as the same day. Our system
bility to incorporate non-agency booked activity that can be

y by the vendor.

vel also utilizes Grasp. Grasp is a web-baged management ruporting
ovide up to the minute reporting via the World Wide Web twenty-
n days a week around the world.

nmunications Methods

rel information packets are provided upon request and are available
1d training seminars will be provided based on need. If the State of
woking tool training will be provided at a combined training; or

ustomers informed ensures safe and comfortable trips,
ist that, Qur monthly newsletter lets you know what's going on in
{ how it affects you.

sn can help you promote employses or offer them exclusive
iptions are endless.

id E-mail Notices :

a1 immediate and critical nature develop in our industry that would
el, we will prompily respond with an email or fax alert. We have an
n place to notify travelers of specials, Airline information, J\irport
s Information, new products and policy changes. Each of tk.2se

1 allowing us to customize to make sure the right traveler ge's the

su of any personal exclusive travel opportunities being pron: oted.
our service offers comforis and conveniences unlike any other,

a8 Methods

rofessional corporate travel consultants will directly take all

-om travelers via telephone using a local or toll-free 800 nurnber,
tomized web-based form or by fax. We currently issue elec tronic
confirmation is sufficient for travel. 1f paper tickets are nee led
vel will overnight mail.

{1 be provided to your travelers and travel arrangers from anywhere
& houts of 8:00 a.m. and 5:00 p.m., Monday through Friday central
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time. Interactive W
however, they must
Online reservations

1.2.4 After-Houx
An impartant featun
Carlson Wagonlit T)
traveling abroad or ¢
available 24 hours a
domestic and interr
on historical data, c1
4:00p.m.-10:00p.m.
would affect the nur

The Emergency Ser
This service is avail;
tiurmber, Bach itiner
United States and In
after hours, the coun
what transpired duri
residing in the reser
inclusion in your me
feze.

1.2.3 Web Based
If The State of lowa
effectiveness of the :
system called Resx.
lower cost to The St
methods. Because L
electronic booking f
used Carlson Wagor
may be sent to other
our Resx agent less |
anytimne, Qur travel
business hours and 2

1.3  Customer S
1.3.1 In our servic
In doing so, travel
to your travelers, tra
also provides uninte
scheduled absences,
and destination knoy

-based forms, faxes or e-mail requests can be sent 24 howrs a day,
e received ai least 48 hours prior to requested departure dates.
ia Resx are issued 24/7.

Emergency Service Center _

of the travel program is the after-hours support provided by he

vel Emergency Service Center. To serve your {ravelers whie

ter normal business hours, the Bmergency Service Center is

ay, 365 days a year. The center is available for comprehensive
lonal reservations assistance. Staffing levels at the center ar¢ based
rent volume trends, peak calling periods (5:00a.m.—8:00a.m. and
and variables such as weather, airline strikes and other everns that
ser of incoming calls,

ce Center with more than seventy experienced travel counselors,
le to Carlson Wagonlit Travel clients through a toll free telephone
y contains the direct-access, toll-free emergency numbers for the
inational destinations. When a traveler contacts the service center
slor queues a message to the traveler’s host office that identifies

s the call, Itinerary data, including Fare Base, Tax and Tota' Fare
tion system is tracked under the State of Towa account numlier for
agement reports. After hour calls are subject to a $15.50 per call

eservation System

s interegted, Carlson Wagonlit Travel can maximize the

servation process through the introduction of an agent less hooking
"his product allows travelers to boolk their own reservations it a

& of Iowa while still ensuring the same quality of our other hooking
»or is a major contributor to the cost of a transaction, we ernc Jurage
' rontine, domestic reservations, No matter what boeking muthod is
1 Travel provides an e-mail confirmation to the traveler and copies
-mail addresses if needed. If The State of lowa was interesi2d in
yoking system travelers using the system could inquire or buok at
snsultants will process tickets and itineraries during establis:ied
:omputer will issue tickets after hours.

wice Standards

recommendation, we suggest a team of dedicated travel comultants,
isultants are able to respond with greater accuracy and conaistency
2] arrangers and to meet company objectives. This team approach
upted service during travel consultant vacations and other

Dnly travel consultants experienced with reservation automation
edge are positioned on phone requests. In our team approach, we
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have asgigned accol
be your primary ¢or
your secondary con
reservation automat
destination knowled
three other corporat
individuals maintair
agtomation vendor,

1.3.2 Quality and ¢
points of difference
iraveler, has travel ¢
batance of becoming
order to obtain those
acceptable alternatis
timely and courteou

Here at Carlson Way
techrologies and me
less than 100% cusic

Phone standards

We recognize that o
sending a fax or e-m
Therefore, our offick
is set up to route cal
office in the event ik
office standard is to

Fax and e-mail stat
E-mail reservation ni
after, E-mail reservi
format your traveler:
acourately.

Fax reservations are
thing each morning
reservation requests

E-mail and fax reque
accuracy of such me

On-line Standards
Qur preferred on-lin
selection. With ever

i manager Diane Elliott, a corporate travel consultant of 14 years, to
wot. Amy Dighton, who has 20 years of travel experience, will be
ct. Collectively, they have 34 years experience on Apollo

n. Both of their hackgrounds include extensive vendor and

e. In addiiion to Diane and Amy, our corporate departiment 1as
consultants with travel industry experience totaling 44 years. These
heir savvy through various training programs offered through our
ar preferred suppliers and Carlson.

nsistency in performance may very well be the most significant

1 travel management companies today. Every business, every
pectations and needs unlike any other, Customer satisfaction is 4
fully familiar with preferences, applying industry knowledg:: in
references and, most importantly, going the extra mile to git an
when the preference is not available. All of this deliveredina
MIANIET.

mlit Travel, we do just thatl We have a variety of methodologies,
surements in place that ensure our performance provides nothing
ner satigfaction,

- customers who choose to call us for their reservations, instiad of
il, do so for a reason —- they want to speak with someone.

standard is to answer our phones within 3 rings. Our phone system
to the next available travel consultant. It will default to our leisure
t all of gur travel consultants are serving other custorners. Cur
#um the call within 30 minutes.

lards

luests are checked first thing in the morming and every ten minytes
lons are priaritized in the order of departures. We have desimed a
Jan use to ensure reservation requests are performed easily and

andled in the same manner. We check for fax reservations irst
A ten minutes after. A format has been designed for this means of
s well, keeping it as simple and as pertinent as possible.

ts are kept on file for 6 months. In doing so, we measure usige and
15 of reservations.

hooking system, Resx monitors the discretion of each travelir’s
application, our on-line system accesses individual and cornpany
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profiles. Af the tim
stepped outside the

Customer Feedbac
Having standards ar
your perception of y
consultants, our ven
done in a variety of

Comment Cards arc
our web page. For ti
return of the trip anc

1.3.3 Travel Consu
Because business trz
with a minimum of :
individuals perform:
ongoing training, in
guides them with the
training, out consult
employs agents who

International Trav:
For detailed inforra
subscribes to a speci
loaded on our Comp

1.3.4 Chain of Com
Our experienced Co:
would oceur The St
first point of contact
Lead Corporate Tray

1.4Agency’s Negoti
The State of Jowa be
we will report your
The State of lowa al
car vendors and disc

1.5 Methodology
Carlson Wagonlit Tt
customers receive th
industry.

-—r 1

an individual books it will give advisory notes when they have
rameter.

performance systems in place is important. But just as imp srtant is
ur experience with us. Measuring the performance of our travel
ors and the manner in which your documents are delivered can be
ays.

lesigned to be periodicaily offered to THE STATE GF IOW A via
le convenience, your fravelers can complete the survey onlite upon
smail to our office.

ant Standards

¢l is of such critical nature, our agency assigns travel consultants
years experience to corporate accounts. These highly experienced
cce i measured by number of transactions per week. Througth
uding service coaching (where a supervisor sits in on the ca:ls and
t responses), destination familiarization trips and automatior:

1ts maintain their skills and knowledge. Carlson Wagonlit T:avel
re specialized in International Travel.

Services

on on all international destinations, Carlson Wagonlit Travel
| software program, a regularly maintained database, which is
ter Reservation Systems.

1and

orate Agents rarely bave customer service issues, however [ one
; of Yowa dedicated Account Manager Erin Barkley would b the
if Brin were unavailable to resolve the issue then Lisa Fluent, our
1 Agent would assist.

ted Contracts

efits from the business relationship with Carlson Wagonlit I'ravel;
rformance to help nepotiate a stronger discount with the air.ines.

1 benefits from its association with Carlson to gain discounty with
aited Carlson rates at over 10,000 hotel properties.

vel has several applications and resources in place to ensure our
best-snited and most reasonably priced travel purchases in the
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QAC ')A 9QRRAF fEF AGH



Best Alr Fares

Whether you book t
Sysiem, we can enst
negotiated discount
immediate fare sean
options at time of hc
powers major online
more routing and fir

Carlson Wagonlit T
provides an automat
Fare Manager searcl
departure. Even ift
remembers and cont
will remind the travs
savings through;

1) recommending 1¢
2) a travel policy, to

Best Hotel Rates

Catlson Wagonlit Ti
amenities through C
the Carlson hotel pre
more properties in n
properties offered ai
expenditure budgets
access over 12,500 ¢
prograin has our ow:
we have blocked spz

If The State of lowa
that information in ¢
always be compared
available,

Car Rental Rates
At the time of a ¢ar
which offers the bes
value — like free up
best choice,

The State of lowa’s
travelers can take ad

-ough our travel consultants, fax, e-mail or via the Resx on-line

: you receive the best available fare at the time of booking & all
.rates and major airline web fares are loaded by the airlines. Our

| system best buy quote allows our consultants to offer lowe: fare
king based on the travelers travel request. ITA software, which
sendors, has also been loaded into the reservation aystem all swing
s options to give the traveler a complete list of lower fare op-ions.

vel also has Fare Manager, powered by Cornerstone, which

1 quality control system that verifies the lowest fare was oblained,

s from the time the reservation request is made, up until the time of
s ticket is issued earlier than 24 hours prior to departure, the system
mes to search that route; if a lower fare comes up, Fare Man ager
consultant to advise the traveler, Qur system has proven to capture

to 21-day advance purchases, where fares are much lower
dvise travelers of parameters to save the company money -

vel can offer The State of lowa some of the best hotel rates :nd
1son Wagonlit Travel's Glebal Alliance Hovel Programme, 1n fact,
rwam was rated by the trades as the best in the industry. They coffer
e locations than anyone else. And, more importantly, the

more reasonably priced and in line with corporations' travel and

At the time of reservation, your travel congultant will automatically
operties worldwide, including the most familiar chains. The
preferred corporate rates and added amenities. At many properties
g, reserved just for our custoniers.

as their own negotiated rates at particular properties, We include
r reservation system. The State of lowa’s negotiated rates will
p others so your travelers can take advantage of lower rates, when

servation, your travel consultant will compare rates to deterinine
-ates in the cities you travel to most. We'll also check for ad ded
rades or free one-day rental, etc.—go your travelers can make the

sgotiated rates will always be compared to other rates so your
antage of lower rates, when available.
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Best International
Carlson Wagonlit T
the industry through
sophistication of the
allows them to aver:
Some agencies cail ;
However, at Carlsor
compare every relia

When your travelers
consultant will nge t
option. When time :
congultant will autoi
Department where il

1.5,1-1.5.2 Profiles
Profiles are a major
importance; all of y«
your account. Profil
travel, along with th
and can only be acce
Information such as
firewall-protected n¢
automatically access
updating them, there
per year. Carlson W
or update informatio
phone during the res

1.3.3 VIP Services
Because time is mor,
so yout VIPE can ool
Counselor handle all
member of The Statt
who will provide ba
service will:

¢ Requestu
» Offer to
e Reconfirn

and/or car
» Book limc
s Providere
¢ Check the

available,
» Advige an

irfares

vel can provide your international travelers with the best faies in
Sarlson Wagonlit Travel's International Resource Department. The
taff and technology at the International Resource Department

¢ over $650 in savings on each complex itinerary they resesrch.
rlines direct and that's fine, if the customer prefers a specific carrier.
Wagonlit Travel's International Resource Deparimert, they

¢ catrier to help you get the best option.

¢ travel arrangers request complex international fares, your ravel
s reservation system's automated fare searches for the initial best
lows, typically 24 hours pricr to the departure date, your travel
atically torward the request to the International Resource

vill be processed in priority.

ymponent in our quality service program, because of their

r travelers will be required to complete a profile prior to servicing
s store essential information about the way each traveler prefers to
way the company wants them to travel. Profiles are confidential
sed by Carlson Wagonlit Travel’s secure network via password.
-adit card number and other ID numbers are secur¢ within our
work. Profiles are loaded into our reservation system and

d during the reservation. Just as important is maintaining and

sre, we will agk your travelers to review such information tv.o times
gonlit Travel has a convenient web based form to add new profiles
. We can schedule an update via return distribution or over t1e
-vation, hilp//www.duagenecy.com/Profile him

y for executives, our VIF Services focus on handling travel iletails
sentrate on business details. We ate proposing that a Senior Travel
wmecutive level travel arrangements. The VIP counselor will be a
Zf Towa’'s dedicated service team. We will also appoint a co mselor
~up support due to illness and vacations. The agent handlin 3 VIP

yrades where applicable.

ifirm special meals on all flights.

11l hotel and car reservations; identify the traveler to the property
sntal agency as a key executive.

sines directly and verify limousine pick-up (if applicable).
wyrant and theater reservations where appropriate,

rofile for airline club memberships. Offer guest passes, whire

assist with visa requirernents.
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s Follow u

travel ape
» Provide a
s gvents, g

It iy our experience
each client in ordey
THE STATE OF 10
request,

Global Traveler S¢
A comprehensive ar
Emergency Travel &
travelers through a ¢
Cook, offers access
hours a day, 365 d:
languages.

Carlson Wagonlit T
should they encount
provides peace of m
the world. The custc
they require assistan

The following is a li
with GTS:

+ Customer €
and emergen

+ Lost ar Stoli
documents

* Financial Se
checks

+ Special Con
charge. Your
service, trans
worldwide e

1.6 Ghost Card Ack
Carlson Wagonlit wi
any of the following
Al airline and transs
American Express, .
resetvation 15 made,
State of Iowa’s recor

on any requests, including those cutside the ordinary scope nf the
vy function.

ditional services such as arranging special requests for sport:ng

f packages, etc.

iat executive service pragrams must match the needs and eu'ture of
2 be viewed as a value-added service, Thercfore, we will work with
A to develop an expanded executive service program at you:

vices (GTS)

.exclusive travel assistance service (not to be confused with

rvice) available to Carlaon Wagonlit Travel leisure and busiiess
1gle phone catl, This innovative program, administersd by Thomas
om anywhere in the world to a complete package of servicet, 24

s a year through highly trained consultants who speak over 30

vel’s Global Traveler Service is designed to aid your customiers

- any unforeseen ciroumstances or difficulties while traveliny;. It

l for your customers while they are traveling in the US or a:ound
1ers you enroll in this program will receive immediate actior: should
2 from any of the range of GT'S services.

ing of the range of services your customers can take advant: ge of

re Services - doctors, hospitals, medical assistance, legal agiistance
7 cash transfers worldwide
| Services - travelers checks, credit cards and passport/trave.

vices - ¢cash transfers, drafts, wires, foreign currencies and fravelers

erge Services - (some gf these services may reguire an addional
ustomers can pay jor these with their credit card) - courier 1eferral
ition and interpretation services, global messaging services,

nt ticketing, and restaurant referrals.

unting

provide a credit card reconciliation report for The State of Yawa for
host card programs American Express, Visa, and/or MasterClard.
tion fees will be reconciled against the diskette received fromn
pplicable numbers, submitted by The State of lowa at the tinie the
ill sort the reconciliation report. Carlson Wagonlit will email The
iliation reports in a word document and excel spreadsheet.
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These reports will a
card company. Als
tickets, you can anti

1.7 Opiional Scope

1,71 THE STATI
travel opportunities

¥  Exclus
familie
their pu
Y  Carlso
and the
preferr
Europe
Exclus
feature
Wagon
Y  Exclus
througl
¥  Posica
per yea
industr

The States of lowa tr:
itineraries requiring
The State of Iowa tr:
travelers, it is our pc
genter only if the ag
complex leisure trav
are more complicate
provide.

1.7.2 Other Service

Meeting Planning ¢
Carlson Wagonlit Tt
Planning and Charte
meeting rooms to ful

Incentive Travel
Carlson Wagonlit Tr
and motivation.

L4 I

wre The State of Iowa of the validity of billings trom your ¢ edir
because the reports show the amount not yet billed from it oiced
ipate future billings.

seisure Travel

OF IOWA travelers will have a variety of money-saving leisure
nd services available to them, as described below:

e Airline Contracts. THE STATE OF I0WA cmployees ard their
can travel take advantage of the negotiated Airline digscount: using
sonal credit card.

Wagonlit Travel Vacations, THE STATE OF TOWA employees

- families ¢an travel on Carlson Wagonlit Travel vacations, with our
| ling packages to popular destinations including Hawaii, Muxica,
the Caribbean, Las Vegas and other exciting destinations.

e Cruise Pricing, Carlson Wagonlit Travel’s Cruise Program
gxtensive cruise offerings at savings of up fo 50%, plus Car.son

t Travel’s exclusive amenities.

e Qffers Program. Bxclusive vacation deals are available caly
Carlson Wagonlit Travel, offering extra special values.

'e. Your employees can receive Postcards direct mail pisce 5 times
showcasing a variety of travel bargains, destination feature.,
trends and helpful travel tips by enrolling at our website.

elers may contact your team of travel counselors for simple

aly air, car and hotel accommeodations. Since the primary focus of
¢] ¢ounselor is to provide efficient service to your ¢corporate

cy that these requests are handled through the State of Towa travel
its have time. A leisure expert, Jane Schuyler, will handle n:ore
.services, such as cruise and tour packages. These leisure programs
and require a special focus, which our leisure experts can wall

Charter Bookings

vel has a specialized department dedicated to providing Meeling
Booking Options. The meeting planning service may range lrom
scale conference planning.

sel offers a wide range of incentive options for staff recognilion

1T =1 I s LA b =T Jb—d ™ aTO)CEoE T oCc "JmMi

QRAA7T /OF CIRA



Insurance
Carlson Wagonlit T
$1,000,000.

Passport and Visa
Carlson Wagonlit T
required visas for ir
and Los Angeles ar
agencies and passpc
Wagonlit Travel cai
setvice might not be

How we diftferentiy

1) The quality of ou
staff, so our a¢eoun
pride is providing q
value. Qur corporal
of our team always «
Wageonlit Travel anc
industry we are able
company. Some of
traveler assistance p
3) The third compet
best, not necessarily
expense of sacrificit

3. Implementation

As THE STATE OF
recommend a 12 we
the Resx online hoo.
employes adoption ¢

4, Savings TH.
Travel policy compl
Ultimately, an agem
successful as the enf
travel policy develq
apportunities on avi
compliance.

tvel affers professional liability insurance in the amount of

ervice

tvel counselors will assist your travelers in obtaining passports and
srnational travel. Pasaport services in Washington, D.C., Chicago,
used, as necessary, Fees vary and many are levied by gover;iment
i services and these costs are passed on, Ifneeded, Carfson

sbiain visas and passports in as little as 24 hours, One-day visa
wailable for some countries.

¢ our agency from the competition.

staff is our number one advantage. We have a very low turnover of
have established relationships with our agents. Qur staff tales

ity service to our clients while providing the best possible iravel
staff work as a team, crogs training on accounts so that any imetber
fers the client seamless service. 2) Our association with Cailson

lta global presence. By teaming with a global leader in the travel

a offer our local clients all the services and technology of a imega
ese services include our access to new industry technology, a global
ygram, corporate car and hotel discounts, as well as agent ed.ucation.
wve advantage that we have is that are company goal is to be the

he biggest. Our business has continued to grow but not at the

, quality, or individual service.

owa’s prepares to transition to Carlson Wagonlit Travel we would

¢ implementation plan to include training and profile registrution, If
ng option is selected we will coordinate training to accommidate

4 ingiruction.

STATE OF [OWA Travel Policies

nce is a tretmendous factor in realizing cost savings opportuities.
s ability 19 perform in the area of cost savings ¢an enly be as
weement of the policy that directs it, We place a high prioritv on
pent and refinement, because a great percentage of all savings
uble airfares and hotel rates are the direct result of travel policy
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